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ABSTRACT 

This student booklet is first in an illustrated 
series of eleven learning activity packets for use in teacching job- 
hunting and application procedures and the lanageient of irages to 
secondary, students. Fob^sf in tl^is booklet centers on the f olloning 
i^oarces and agencies that aay provide assistance in finding' a job: 
sc|iC|ols, faiily and friends, newspapers, the Yellow Pages, and 
esployaent agenc^ies (public and governient, privately supported, and 
coaiiercial) . At the beginning of each unit th^re is a short 
introduction, then the student objectives are listed, followed by the 
texti section. Suggested learning activities and a Check Tour ' 
Knowledge quiz conclude the unit. Answers to these quizzes and 
exercises, as well as final exaiinatitin ^itto nasters and answers, . ' 
are appended as teachef*s supples^nts . As needed, references are wade 
in the text to aaterial in the other booklets. (BIG) 
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THE JOB HUNT 

. * Getting a job can be quite a job' in itself. 
Because you have been in school for, most, of your life^. 
you may nofbe aware of the many factors involved in 
locating work. Some people are lucky--they * ve know^.i 
all along that they would go into their father ' s^^^^^^^ 
business. However, most- of us don't have that 
opportunity. W6 must go out and dig up jobs for H 
ourselves.. You have probably heard^ thd-);, in, finding 
a job^ "it's npt what you know, it's who you know." 
Family,- friends and acquaintances .aaje^ all. valuable 
source^ of job information. 

You may also have hjeard tha|: finding a job is a, ' 
matter of /'being in the right place at the right time." 
^However, being in the right place at the right titev - 
requires a certain amount of "legwork" on your part. 
There are a variety of sources which can help you ' 
make sure that you are in- the right place at the ^ight 
time. . These sources can be of great help in locating , 
a job.* How about employment agencies, both private 
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and state; career counselors; YMCA's; help wanted ads 
^or Wider Opportunities for Women? Do you know how ' 
they can help? 

"Fortunately, there are many people watching the 
job market for yoj. They can give you a good ide^ of 
what kinds of jobs are available and where openings . 
can be four^. It is * important to use these people 
becciuse they cart help you* find the best job available. 

This Packet will provide yoy with the information 
heededv to use those .agencies which can help yotf find 
the jpb you want. 

•> 




STUDENT OBJECTiyES 




'After reading this PacXe\, you stouid be able to: 
V* ^ Identify which agencies and sources can aid you« 
^ atate the piTrpose^ each^ ag|ncy\ serves, 
. ^-List. advahtag'es and tjisadvantag^s of the various 



so^xrces of jobrinformation, 

AGENCIES AND 

'There is a wide variety of ways to* fipd a job. 

Most' require son>e active Effort ojS* your 'part. The 

most olivious and easiest source ;Qf job information is 

in your scHool. 'ipur* school probably Employs a 

guidance counsellor or -'possibly' even a placement or 

* 

vocational cotjnselor.. These people maintain }oh 
listings* that they get from local companies "and* ^ * 
businessmen. Many neig^hbor hood employers often call 
^the school to find ^reliable students' or former 
students .to £ill vacancifes in their ilrfhs. 'Your school 

-couns^ldr can also help you pingwl^vt the. type of worlt 

, ' • ^ ' ■ ^ . 

you would find most interesting. 
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Don't overlook other people working in your 
school — custodians, cafeteria workers, secretaries, 
securi'ty guards or librarians o I-f you ask tliem, these 
people wiir probably give you specific information about^ 
their positions,- They might telf you how you can acquire 
simijlar jobs, It*d possible that they can even put you 
in direcb contact with the people responsible for 
hiring new workers. . y ■ , 

Other sources of job leads that are close ,to • ' ' 
you and easy to .contact are vour ^ family and fr;Lery3s , * 
They can give you first-hand information on job*. 
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openings in the companies thej" work foro They may 
also be able to introduce you to the person who does 
^he hiring. With this introduction, you will mean 
more to the personnel director than just another 
application lorm oil his desk. This method of finding 
^ work may seem the easiest to you, but it , has its. 

disadvantage si Your co-wo;:kers on the job may dislike 
you because they feel^that you got the job through 
a »friend instead of on your own merits. ' YoU may. also 
wind up feeling like you owe something to the person 
who. helped you get the job. • ' . 
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•.Your next source of job leads is 
the Help Wanted Section of your local 
newspaper. Job tit;les such as "Typist"^ 
or "Mechanic" are listed alphabetically. 
Many of these advertisements will give 
you the telephone .ntimber and the name 
of the person to call in ordfer €o ' 
request an interview. Othets may give 
you an address And ask that you 'send 
a resume. (See Packet no. 2 for^ 
instB4tCtio;is and a sample resume. ) - 
The newspaper ad may print a specific 
salary or salary range for the job. 
It may also give a brief despription 
of the duties involved. Similar ads 
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may be found on bulletin boards. in 

your local grocery stores, public, 

libraries, or in your ^school. 

Newapaper ad6 also have their 

drawbacks. Competition for each job 

will be heavy Because news'papers reach 

so many people^ You must read these ads 

carefully, b'ecauS'e the job description 

maj^'^be^xaggerfited and the company name. 

may not be listed^ Sometimes, just thei 

telephone number is given or an employ^ 

ment cigency is listed.- When yoU call ' 
♦ ' »• I 

V 

for an interview^ try to get more in- 
formation about^ the job so that yo^ Will 
know what you '•re/'gettiqg 'ihtb. 
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Before you go knocking on all the doors of the . 
local businesses and stores, "let your fingers do, the 
walking.'' That»s right-Trthe Yelled Pages Of your* 
telephone dire'ctory has a co.-nplete lisj;ing of the 
name sP addresses, a n*>4^^ggbpne numbers of., all the 
cQmpanies doing business in every service or*^ industry 
in your area. You qan simply write the companies in 
your chosert field, auid ask the employment officers if 
t*hey have aijy vacancies. A more i'm^essive way of 
contacting thes<^busi\i^sses ^is by preparing a m^s^ 
mailing of your resume (see Packet no. 2- for 
instructions). 

Other^ publications that list possible Employers 
are industry, trade and manufacturers' magazines. • 
Ask your librariaa to help you locate* these items. - 
Mapy trade and business organizations may be listed^ 
und^r^^yj&soc^iations" in/the Yellow Rages. Credit* 
bilreaus and local chambers of com.Tierce also publish 
lists of employers in-your area. 

One of the main advantages of using this direct 
mail approach is that you avoid all the competition 
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which results from the want ads. However, many of 
the comp'ani^s you conjbact may not have vacancies at 
the ^ime they receive .yoUj;^resume. If this i*s t^e 
case, they may keep your resume, on file for future 
openings. • , 

Aside from all these sources of job lea<3s'^ in 

G 

m 

which yog take the initiative there are professional 
employment agencies specifically des^igped to match 
job-hunters with the employers w^q nf^ed- them. There 
are 3 general types of employment agencies; public ^ 
or"'go\^rnm6nt (local, ^tate, . and federal), privately 
supported agencies open to the public; *and commercial. 
Public or Government' Agencies 

There are over 1,^00 state employment offices 
in the Unite^i States. ' They operate with the U.\S. 
Employment Service of the Department of Labor. They 
have placements in all f i;plds at no charge to the 
applicant. They also offer such services as aptitude 
testing (to see what kinds of jobs you are suited for) 
an^l career guidance. Check your telephone listing 
f orjEhe^^off ice nearest you. County and 'city 

. ~" . ■ .13 
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governments may provide similar services where you 

• 5 

live. Look in the pl;jone book under the name of the 

state, city or county. • . " 

r 

Privately Supported Agencies 

These offices arfe usually run by such 
organizations as the ?MCA and YWCA, ethnic and- 
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religious groups, or civic ' organizations such as 
the Rotary, Kiwanis 'or Lions Club. O^he local union 
of the trade you have learned or wish to learn will 
usually keep a file pf job vacancies thdt you can 
look through. These groups may even be able to set 
_you up with an apprenticeship. 
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with the Vising interfest in "wojnen's 

liberation" and the increasing'^ number of ' 

women who are looking for mealiingful work, 

several agencies have been formed 

.specifically to^help women. Among* these 

• ' ' : * . ^* 

ate the fallowing: ^ ' ' 

•* ^ * 

1. NationaT Federation of Business 

Y . 

and Prpfessio;ial Women* s Clubs, 
Inc.,. 2012 Massachusetts Avenue, 
N.W., Washington, D.C/ 2003?^, 
which operates a taleflt bank to ^ 
help women find positions in 
government, educational 
institutions, and private industry. 

2. Delta Sigma Theta Sorority, Inc., 
1707 New Hampshire .Avenue, N.W., 
Washington, D.C, maintains a^, 
talent bank fpr minority female 
job applicants. These ''talent 

- banks" operate by keeping the 




resumes of women in various 
^ f 

fields on hand and con^qting ^ 
employers who may be interested 
ia hiring these ^hen to fill . 
their vacancies. 
3. Wlber Opportunities for .Wo.ten^ (WOwV, 
1649 K Street, N.W. , Washington, D.C. 
is set up by the U.S. Employment 
Service to help fill ^rt timet 
positions in six easte^^ 'seaboard- 
cities — Atlanta, Georgia;' Baltimore 
Maryland; Richmond, Virginia; , ' 
- Providence, Rhode Islani^; Boston, 
^ Massachusetts; and White River. 
Junction, Vermont. 

You may wish to^ send copie^^of 
yo\ir resume to these organizations, along 
with a letter explaining the ^ype of work 
you would^like to do. 
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Commercxal employment agencies are quite 
numerous. Some of *them specialize in ona^kind of 
work, such as. typing or computer programming. Others 
are more general and may have job listings in many 
-different fields. Employment agencies a're/listed in 
'the Pages of your telephone directory. You 

may also find that many of the ^bbs^listed in the 
Help Wanted section of y6ur newspaper are advertised 
by employment agencies. % ; 

When you'go to an agency's office, you wiil'be 
asked to fill out an application form (^ee Packet no. 
2 for ifips on complgting these forms). If you type 
or take shorthand, you wril be tested on these skills 
Then you will be asked to sign a contract with terms 
,that will probably be stated^ in one of two ways: the 
first way involves an agreement in which you pay the 
agency for their services in finding you a job. 
,Tl)ese charges can ri^ from 5% to 15% of your annual 
starting salary. For example/ if your salary j.s 
$890T) per ^ear and the agency charges 15%, you would, 
have to pay the agency $1200 for finding you the job» 
Such a charge may be quite a burden for you to pay. 

IS' ■■ \ ■ 



You might be able to find the second type-pf con- 
tract, in which the agency's fee is paid in full by 
'the company hiring you. This, of course, is the best 
way! For your own protection, read that , contract 1 

Once YfOu have registered, the agency will arrange 
interviews for you with various employers who need - 
help. Because these organizations 'are {>ro fit-making 
ventures, they will attempt to find you a high-paying 
job. ^ Their fee is greater when your Salary is higher, 
whether you pay them or your employer payg them. Such 
agencies generally have a large number of jpb listings 
because employers f ipd it easier to let the agencies ' 
do the initial screening of applicants. It might be ' 
a good idea 'to check out these agencies with the 
Better Business Bureau before signing a contract. 
' Private career consultants^ometimes offer 

^ N 

services that have already, been made availably to the 
high School student through his counselor. For those 
who are already out gf school, these consultants can 
provide aptitude tests to try and find out which job 
an applicant would .be suited for.<y^ Many will help in 
preparing resumes and writing letters to prospective 
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employers^. *Pew act in the same wfiy as- employment " 
cogencies in that* they do not find a specific position ' 
for you. ^ One similarity is that they charge high fees 
' for their services. Once again, theck these peopre ^ 
out with the Better Business Bureau jpefore you pay 
for' or sign anything. 

' As you can see from this Packet, there are many 
sources and agencies available^^fpr those who need help 
' in finding 'jobs f You will want to spend some* time 
obtaining the kinds of information these agencies can 
- provide. Such information baa- be^obtailied by visiting 
or writing to agencies for pamphlets, brochures, et€?. 

Lots of lucK in Jour job searchl 

i. 
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Following are some activities for ybu to do to 
help summarize what you have learned in this Packet. 
Complete four out of five activities. 



LEARNING . AqTiyiTIBS 

Do tlie fallowing 'on a separate sheet *of paper. 

* 

1. With, the help of your teleplpne directory, ^mak-e 
'a list 'Of three governmental, three privately, 
supported and three cpmmercial employment agencies 

J Give the name, location and teleohone numbers for. 

If ' * 

each. ' 

'2.* Pick , a job oi your choice. Select two local 
newspapers and find, job listings in the help 
wanted sectidn. Answer the following questions 
about the listings you find; * 

\ . ■ " . 

a. Who do you contact about the job? 

^ b. How do you make the contact (by phone, 
resume, etc. ) ? 

c. What education or experience is required? 

d. wlat is the salary? » , 
e* Are fringe benefits mentioned? 

I , 

3. List the names and positions of people at^school 

wh,o can help you find a job. 

/ , ' . ' ■ 9 
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4* List twc* relatives, friends, neighbors or 
abquaintances who might make suggestions or' 
give you information regarding a place to apply 
for a Job, ' 

5.>Visit your counselor* and" see what information is. 
available^ In your schopl to help you, find a Job, 
How about x^isiting your school librarian? 



If your teacher was satisfied with your work' on the 
teaming ^ptivities^ go pn to Check .Your KnoWjledge, 



i/CHECK YOUR KNOWLEDGE 

Answer these .questions on a separate sheet of paper, 
j. How can the Yellow Page s( help you find a /job? ^ 
2^ Name one major difference between a career 

consultant and a commercial employment agency* 
State 6ne advantage and one disadvantage of each 
of the following sources of job information: 
' a. Friends or relatives ^ 
b. 'Help Wanted Ads > 

, Commercial em^l^ment agencies ' ^ 



Suppose that you* are looking for- a job as a 
service station attendant. Name 3 source^ you 
^' would go to for job leads. ^* ^ 
C»List two of the^many ways to find a job without 
> resorting to th6 use of any type of Agency. 



Chhc^i your answers with the teacher. It ^s a good 
idea to^ review the Packet before taking the 
examination. If you need more practice, you may - 
choose to do one or more of the Al^etnate Activ- - 



ities. 



ALTBRNATB ACTIVltlBS 

1. Identify 3, social organizations, such as lodges, 

clubs, etc. that would aid you in securing job 
„ information. 

23 .. 
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2. Visit a atate, countjK or city employment agency 

with^a selected field in mind, and see what the- Hh. 
-opportunities are. ' " . *^ , . 



3o * Maintain a file of newspaper want &ds for %\if 
f iel3 you plan on ent^ting. • 



You have now completed PacXet One. ' It would be 
^ good idea to review #he packet before taking the 
examination. ^ — ' 




AGENCIES AND 

FOR 
FINDING A JOB 
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PACKET ONE 

TEACHER'S SUPPLEMENT 

JOB ENTRY AND 
ADJUSTMENT SERIES 
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Suggested Answers to 

LBARNING ACTIVITIES 

3c Counselors 
Teachers > 
Principal 
Vice Principal 
Custodian 

Cafeteria Personnel 
Librarian 

Answers to 

VCHBCK YOUR KNOWLEDGE 

1. By simply calling companies in your 
chosen field and 'asking their persohnel 
officers if there are job vacancies. > 

t 

2. Career consultants do not find specific 
positions for you. 

V 

Advantage 

3. A. Influence to 
direct you to 
€he right person. 



B. Contain require-. 
mentS/ descrip- * 
tions an^, 
salaries' for jobs 
in concise form. 
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Disad\^antage 

Co-workers may feel 
that you got your job 
because of a friend 
rather than by your 
own merits. ' ^ 

COi*npetition is heavy.. 
Job description may 
be exaggerated. * ' 



'C. 'Arrange interviews, 
tiry to get you a 
high-salary. 



High f^es are charged 
±n most cases. 



4. Can be any 3 of the fol^lowing: 

' \ 
-Want Ads , ^ 

-Yellow Pages * , ^ 

^^Friends and relatives 
-Public emplo^ijient offices 
V -Private agencies 

-Commercial employment .ageiiqies 

5. Can be any 2 of the following: 

-Friends and, relatives 

-People at school ^ 

-Yellow Pages 

-Help Wanted Ads 



Ditto master f6r Final Examination ca^h be 
found on, pages IB and IC' . 
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Answers to . ' 
Final Exam * 1 
• Packet 1 , ^ * ' 
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Final Exam ^ 
Packet 1 

MATCHING: , Match the purposes *in Column B with the list of 
agencies in Column A, » * 



Column A 

Public or Government 

Age ngy 

Privately Supported , 

Agencies 

^ National Fed, of 

Business and *^ ^ 
"Professional' Women* s 
Club^ 

y Delta Sigma Theta 
Sorority, Inc, 

-Wider Oppor^turiitieTs 

for WOTOn 

Commercial Employment 

' Ageiicies 

^ Private Career' 

Consultants ^ 



A, Agency which has placements in all 
fields at no charge to the appj.icant. 

. Operates with the U,S. Employment 
Service,' 

B, Agencies that locate all types of jobs^ 
usually for a fee charged either to 
you' or to Jhe employet that hires you« 

C, Agencies r\an by such organizations as 
the YMCA and YWGA. T^ese agencies 
keep lists of job vacancies- on file. 
Some' of these groups may eveo be able 
to set up apprenticeships. 

£). Set up by .the U.S, Employment Sef'vice 
to help fill part-time positions " 
in six Eastern Seaboard cities. 

E. Provi{3e aptitude tests to find out 
which jdb an Applicant is suited for. 

r Many will help in preparing resumes 
' and writing letters to prospective 
^employers. They do not find a specific 
position for you,, but do charge a high 
fee for their services. 

F. Operates a. talent bank of positions for 
woolen in government, educational 
institutions and private industry. 



G. Operates a talent bank for minority 
females. 



IB 
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Answers t6 
Fijial Bxsun 
Packet* 1 



a* 



Will «rrmnge ititervlevs for you 
with various <ppIoyers. To 
increase their own profit, will 
tcy to find- you a high paying 
Job* ^ 


Could have contract in yhlch you 
must sign over 5X to 'ISX of your 
annual salary as a fee. 


Mill provide aptitude tests to 
try and find ^ich job you are 
suited for. AX^o will help in 
preparing resunss tnd wxi^ting 
letters to prospective enptbf^s. 


Hill not locate a Job for you. 
but will charge high fee. 


Bks placetoents in all*° fields. \ 
Mo cnarge to applicants. Offers 
aptltode testingt 


None. 



3^ a. Oiidance counselors or vocetional counselors, custodians, 

cafeteria workers*, secretaries, security guards. librarians, 
lill^ Vented ads, Yyllow ^oes. employment, agencies, 
b. J^antaoea . , Your fa."olly and friends can give you first hand 
isfonstion on Job openings in the co3^nies they work for. 
They also may introduce yoJ to the person who hires. TMs 
introdoctioA will oean core to the personnel director *thAn . 
Just another application foro« ^ 
Dtaadvantaaes. Oo-workers wy resent you because they feel that 
you got the Jo^'^Hrough a friend rather than through your ovm 
■sritA* Tou also nay feel as though you owe soonthlng to the 
parson who helped you get the Job. 



[Ditto master for student use 
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Final Exam 
Packet 1 



^^2. Fill rn:" complete t^he chart below. 



Type of Agent?/ 


' Advantages , 


Disadvantages 


r * 


. \ 


Commercial 
Employment Agericy 




' ~ - -T ■ 
• 


Private Career 'J 

^Consultants ' - 
• 


• 






Public or' 
Government ' 
Agpncy 







3. a. Name three /different sources of Job information other 
than fan\ily and friends, 
b. When you use family and friends sources of job information, 
what are the advantages (if any) and disadvantages (if any) 
. of using suchnsources? 
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